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MEMORARDUM TO: Chief, Fivance Divisienm

Chief, Fisecal Division
Deputy Comptroller _
Accownting Procedvwe for the Hendling Withholdinss

ewd Contributions Made for Felerel Employecs® Crovp
ILife Inswvrence s :

FROM
SUBJECT

.13

o0

1. Public Iav 598, 83xd Cangress, 208 Segsilon
25 - Federal Register Gnted 27 August Iggh - -
3. Civil Service Ceamission, Pederal Ewmployee’s Group
T Life Inswcence, Prelimivery Dreft of Instructions
Tor Withholding, Reporting and Depositing Ewmployee
Deductions and Agency Contributions

o0

REFERENCES

1. PURPOSE -

The puwrpose of this lastruction is ¢o set Pforth the auvthority and
procedures governing the withholding of premivms Por Federal Employees?
Group Life Inswance from the compensation of Pederal employees earned
subsequent to 28 August 1954 and the premive payments comtributed by
the Agency frem dts appropristions.

0C..42.._

ORG CLASS.S.

. 2. AUTHORITY

The Federal Bmployees' Group Life Insurence Act of 195k (Public Law
598, 83rd. Congress, 2nd Session) exbends » With certain exceptions, the
privilege of purchesing group life inswance to officers and employees
5 of the Federal end the District of Columbis Governments .

TYRPED

3

EXCIUSIONS FROM COVERAGE

Employees in the following groups sball be exclvded from coverage
wder this insurence plans

L
ry

EVIE

RG CoOMPOY OPIZR.

o RUTH: HR 70

&. HNon-cltizen employees whose parmanent duty stetion is locatsd
outside a state of the United States o the District of Colwibig ..

be Commissioned officers and enlisted personnel om astive duty dm
& with the Army, Bavy, Alr Force, Marive Corps, or Ceast Guawd
~of the United States.

BOX NO.___FLD NO.____DOGC, NO,
8/ [CLASS ,CHANGED TO:

REY DATE/
BRATION PDATE_ '

1

NEXT REV DATE.
NO. PGS

~ Baployees serving uoder eppointments limited to one year or less.

DEC

J{_CR

REY CLASS_ConEY €OoRD
Iy

~de Seasonsl or emergency employees whose employment is of umcertain
: or puwrely temporary duwedtion or who exre employed for brief
pericds at intervels.

JoBNo._
IN CLASS/
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5. WITHHOLDIFGS
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€. FPawrb-time, wh@nqa@ﬁlly@m@l@gred s @ Intermdttent émpl@gy@e@
baving ne reguler towr of Quty e ‘ '

£, BEmployees whose galaxy, pay, or €O
is $12.00 & yesr or less.

ensaticn op en exmval besis

3X0

| 8o InAividualopaid on @ comtract or fee basis.

Cho E@I.@ye@@ Slergvpike ; in cooperation with am-Federal agencies
S vho exe paid in whole o da part from non-Federal fuwds.

= 1. Employees whose duties imvolve the security of the Undted
- - Stetes and yreclule their identificetion as epployees of the
L Pederal, Government. - '

o Jer R@tir@@ employees reemployed vwder conditions 'f@m@imtibng
o thelr title to sunuities.
k. - TYPES OF COMPENSATION TO BE INCIUDED AS "AFWNUAL COMPERSATION®

el Conpensation” shall consist of the epmual basic salexy, pay i
nsation fixed by law ar regulation. Upder this definiticn there g
would be inslvded part of the basic salery the following common fm-
crements s : ‘

®o Wight differential pay Por wage board employees. (Act of 28
: B@I@h 195&;0) L .

4

b Oversess service differential pay for employees | | 25X1
(miqm statutes). :

(Bxcluled would be sveh iucrements as night differentinl pay of
employees subject to the Clessification Act s OVertime pay, holds
day pay, oversess service differential Py for employees other
then those hazaxrdovs duty pay ine
centive payey _ .

&. Employees Under Ase 65

(1) peductions in the full amownt will be withheld from an
employee’s selary when the employee is in & pay stabtus for
- the whole or pexrt of any pay pericd. (If salary earned
dwring the pay pericd less deductions Pow retirement or
FPICA, and income taxes is less then the amount of the full:
insvrence deduction, the remaipder will be withbeld es the
insurance deductiom.)” E

" (2) When ea employee returns to duty from & pop-pay status whlch
covered an entire pay pericd, deductions for inmsvrance will
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HOT be made from his futwre selary for the pericd of
such noR-pay 8tatus.

(3) Inswance dedvetions wAll pe mede from an employee’s salary
for the applicable pay pericds end the releted emounts
inswrance coverage shovn dn the following tebles

Anpvsl C@°'§i@n v Amount of Deduvctions Per Pay Pericd

Awt. af ) Semd-

More Tran Not More Then Tosuremcs Heekly Bi-Weekly Noptbly  Moztlly
$ $ 2,000 $ 1,000 013 -25 027 o5%
1,000 2,000 . 2,000 25 50 - .5h 1.08
290@0 39@@@ ‘ 3‘9@@@ 038 975 081 1063 )
3,000 © L,000 b ,000 <50 1,00 1,08 2,17
k,000 5,000 5,000 .63 L.25 -~ 1.35 © ° 2.7a
5,000 6,000 6,000 15 1.50 1,63 ' 3425
6,000 7,000 7,000 .88 1.T5 1,80~ 3.79
75000 8,000 8,000 1.00 2,00 2,17 . - k.33
8,000 9,000 9,600 1,13 2:285 7 2.8k i 1,88
9,000 10,000 10,000  1.25 2:30 2.7, . 5.k2
10,000 11,000 1,600 1.38 = 2.75 . 2.98 -+ 5,085
13,000 12,000 12,000 1,50 '3.00: 3.85 - 6.50
12,000 13,000 13,000  1.63 3.25 3-52 ;. T.0h
13,000 14,000 15,000  1.75 3450 3-79 . i - T7.58
12&'9000 159©@© ng@O@ 1088 3075 2&0@6 \' 8013 '
15,000 16,000 16,600 2.00 %.00 %.33 8,67
16,000 17,000 17,000 2.13 k.25 k.60 9,23,
17,000 18,000 18,000 2.25 .50 : .88  : 0.75
18,000 19,000 19,000  2.38 k95 = 5,15 ~10.29
19,000 20,000 2,50 - 5,00 5042 10.83

FOXE: For pay pericd other them stated in ths above table, the snowad
of deductions Bach pay pericd is determined et o rete propawticomte
%o the rate of 25 cents bitreckly for egch 1,000 dollaws of insiwance
ad justed to the nesrest cent. '

b. Employees Ased 65 and Older

(1) Insurence deductions cease at the epd of the Pay pericd
-dmmediately preceding the one in which the employee reaches
his 65th birthday.

(2) In the cese of employees vwho are age 65 or olfler, no deduce . v ...
tions will be wade.

B o e

e S RENE s+
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c. . Adjusting Exvonzous Dsductioms Lor Insuxamee Erezmﬁlvms _

(1)  then group Life ingurance deductions have been' erroncously

.7 Yeken fxom the selery of currently caployed imndividusl
who diven writien notice thet he docs not desire to be
insured, oxr from the selaxy of employee vho is ineligible
for this insurence, refund of the exronsous deductions will
be edjusted on @ subsequent payroll on vhich his peme appeers.
Refund of erronseus deductions to the ipdividual by mesus of
such peyroll edjustment will auteretically correct the excess
portion comtriduted by the Agency from ite appropristion as a
ragult of the errovecus defuetion rom the amployee .

(2) then en incorrect smount of group life ingvrence deducticns
bes been taken Trom the salexy of en incured employee as &
regult of an exropeous computstion of such deductions, edjust-
meot Al likewise be wede op @ Bubsequent payroll on which -
hig pewe sppesrs. S :

(3) then en iodividual sepaveted vho not covered by
Federal. Group Life Tosurenee during bis enployment with the
Agency, edjustment of emount erroneously witbheld for :
1% insurence premiums will be corrected in the next paye
el will be. reflected in the finsl selaxy payment to. - -
the ipdividusl or to his beneficlery or estete 1F he is .
fecemsed. As such adjustment vill decrease the Eross ewmount
of insurmnce deductions for the ey pericd im which the
ed justment is processed, the execess amouvnd previously con-
tributed by the Ageney will, autcnstically be edjusted in
the seme pay pericd. ‘

(&) Adjustment vill eiso be effected in the mammer outlined inm
the preceding Paxegraph where an excess awount not; identificd
vAth speeific ivdividuels bhes been deposited o the Life
Ingurence Fund ag & result of errore in scheduling, ete.

6. AGEHCY @W@E

_ The emount for imsurence %o be comtxibuted by the Agency from its
epproprietion wwill be equal to 50 percent of the aggregate of the eaployses’
insurance deductions shovm om thetr records,

The follewing procedures Lor the recording of withi ; from employees

md eontributions by the Agency exe pregeribed epd epply to compengation
earned subsequent to 28 August 195k, ~ i

BBECRE®
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(1) The Agency’s contributions will pe charged to the same
allotement accowts as the salaxries of the employees frem
vhom related insurence deductions heve been mede, and will be
distributed to sub-object classification 07.0 - Federal
Employees® Group Life Tosurance » Ageney's Contribution.

Confidential Funds Pfagcall

(1) The Payroll end Travel Branch, at the completion of each
payroll, will imclude in the posting voucher (Porem 33-120)
brepared €0 record the payroll, the following entry with
respect %o insursnce premivms vithheld Prom employees and
contributions by the Agenceys -

Debit: Account Wo. 600.1 - Current Costs - Direct Allotment

(a) Appropriate of dbject classes OLl.1 through CL.Y4 with
emounts deducted froa salaries of employees -

{b) Obdect Class 07.0 with the emount of the Agency's

: contribution (% of (a) sbove). Tnis amownt wili
be charged to the seme allotments that the related
deductions meptioned in (a) sbove ave charged.

Credit: "“Account No. 310.% - Due to U, 8. Treasury -
Federal Group Life Insuwrance Withholdings
apd Contributions, vith sum of the above
debits, , -

%This i a new account; see Exhibit B for
-Gescription of this account. .

(2) The Accounts Branch will record the entry prepared by the
Peyroll apd Travel Bremech in the genersl ledger accounts
of the Finapce Divisien.

(3) At the close of each accounting pericd the Accounts Branch
vwill prepere a memorandum to the Mopetary Brench requesting
&n agent cashier’s check payable to the Treasurer of the
United States fer the amount of the withholdings apd coptri-
butions recorded im aceount Ho. 310.b, Toe memorandum will
be prepared im an original apf three copiles which will be
distributed s follows:

Original )

Duplicate ) To Monmetary Branch

Teiplicate ) ' ‘

Quadruplicate - Po be held in the Accownts Bramch
until @ copy of the memerendum is
returoed by the Monetery Branch.

SECRE®
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SECRET

(%) The Monetery Branch wills

(5)

(6)

(2) Prepare a check as requested 2pd post on the original,
duplicate, apd triplicate of the requesting memorandum
the check issue date indicated on Exhibit A.

(b) Porward the check, with & simple memorepdum of trans-
mittal, %o the Fiscal Divisjon (Accounting Branch).

(c) Deliver the triplicate of the requesting pemorendum
to the Finence Division (Payroll and Travel Branch).

(a) Prepare and deliver to t¢he Finance Division (Accounts
Brench) & posting voucher desigpating the agent cashier's
account on which the check wes drawn, supported by the
Guplicate of the requesting memcrandum.

The Accounts Bremch will complete the posting voucher received
from the Monetary Brench, destroy the follow-up copy (quad-
ruplicate) of the requesting gemorandum, apnd record the
following entry in the gemeral ledger:

Debit: Account Bo. 310.4 - Due to U. S. Tresswry - Federal
Croup Life Imsuraance Withholdings and Contributions

Credit: Bank account indicated by the Monetary Branch.
Posting media: Posting Voucher (Form 33-10).
AISO

Debit: SAccount Wo. 715 - Iife Insursnce Deductions and
Contxributions Deposited -

Credit: <“Account No. 716 - Life Imsurence Deducticns
-end Contributions (Contrel)

Pogting media: Posting Voucher (Perm 33-10).

< This is & new account; see Eshibit B. for description
of ¢this actcouwt.

The Fiscal Division (Aceonmtimg Branch) upen recelpt of

the check, will prepare Standard Form No. 1159, Schedule

of Collections for Available Special apd Trust Fupd Receipts,
apd deposit the check in the accounts of the Treasurer or
the U. S. (see pavragraph 8 below). An suthenticated copy

of 8.F. 1159 will be furnished (&) to the Pinence Division
(Accounts Branch) and (b) %o the Pinmnce Division (Payroll
aod Travel Branch) as evidence that the deposit hse been
nede.

SECRET
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Youchered Payroll

(1) The Payroll Bremch will prepave Standard Forms 1128 and 11984 9
Payroll For Personal Services Payroll Cert¢ification apd Sumpexy ,
end dnclufe therein the amounts of group life imsuramce with-
holdings and contributions for the rayroll peried. Stanferd
Form 1128 will be prepared in em original only and forvarded
to the Fiscal Processing Brauch. Three copies of Standard
Form 11284 will be prepared and distributed as follows:

(8P 1128 15 @ by-preduct of the preparation of SF 1128)

1lst Copy - To Budget Division
208 Copy = To Accounting Branch
3vd Copy - Held in the Payroll Branch.

(2) Upon receipt of the SF 1128 the Fiseal Processing Branch #///

: @ith prepare SF 1165, Voucher end Schedule of Payments from
the information stated on SP 1128. The Voucher and Schedule
of Payments will be prepered in an original apd £ive copies
vhich will be distributed ag follows:

Original ) To Disbursing Office of the U.S.

Duplicate ) Treasury located within CIA.

Triplicate)

Quadruplicate - To the Aceounting Branch

Quintuplicate - To the Gemeral Accounting Office
Representative located within CTA.

Sextuplet = 0 Disbursing Officer of ¢he U.S.
Ireasury located within CIA for
recelipting, onf return t0 Fiscal
Processing Bramch.

(3) Upon receipt of SP 1168 the Accounting Branch will record
the following entries with respect to insurance prenivns
withheld from employees and coatributed by the Agency in
the generel ledger accownts of the Fiscal Divisiom:

Debit: Account Bo. 600.1 - Current Costs

(a) Appropriate of object classes 01.1, 01.3 end Ol.L
vith amounts deducted from salaries of employees .

(b) Object class 07.0 with amount of Agency’s contribubion
(3 of (=) edove).

Credits Account ¥o. 106 < Dicbursing Funds (By Sumbols
and Titles) with the sum of the above debits.

Posting Medis: Jowreal Voucher (SF 1017¢ Revised) supported
by Voucher and Schedule of Peyments (SF 1166)
ALSO
SECRE®
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Debits SAccount Wo. T15 - Life Insurance Deductions
.end Comntributions Deposited

Credit: *Account Ho. 716 - Life Insurence Deductions
apd Contributions (Control)

Posting Medim: dJournal Voucher (SF 10176 Revised)
supported by Voucher apd Schefule of

Peyments (SF 1166).

“This i8 & new &cc@untb see Exhibit B for description
-of this acecount.

8. DISPCSITION OF WITEEOLDINGS AFD CONTRIBUTIONS

The amounts withbeld from the salery of each employee and the
contribution of the Agency will be deposited into the Tressury of the
United States to the credit of account 2bxBL2k(21) - Employees’ Life
Insurance Fund Civil Service Commission.

9. REPCRTING

At the close of emch calenfer year the Fiscal Divisi@n (Accounting
Branch) will report ¢o the Civil Service Commission the totel insuvence
withholdings and contributions deposited by thds Agency Guring the yeax
into the Employees’ Life Insurance Fund Civil Service C@zmissﬁcna This
report will reflect the Rollowing informations

Accumiated 29 Auvgust 1958 through end of ,
. current calendar year (19 ) . 8§ sococcccsce )
Accumuleted through pricr celerder year ©  oco0cob6ss00 ‘
Deposits during current calender year (19 ) ’ b
The dnRorwation for Yy mepert vill be cbtained in W5 FOLIGVADG WRNEERS
- 8. The Fipance Division (Accounts Brench) will direct a womorendum
© " to the Piscal Division (Accounting Brench) which will contain the
- ebove jnformation taken from general leélg@r accownt No. Ti5 of the
‘Finsnce Division.

Dooooooooooo

Do The Fiscal Divisi@m (Accounting Branch) will comsolidate the infor-
: mtion contained in the memcrandum mentioned in &, sbove, with the
sewe infoarmation taken from geseral ledger eccount Mo. 715 of the
.. Pigeal Divigion (Accounting Brench). The Fiscal Division (Acecunting
+ Branch) will then submit the comsolidated informatiom to the Civil

s " Service Coumigsion.

25X1

Attachments
Exhibits 4 and B

SECRET
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. Y CONFIDENT)S®  meme s

Date

-V

z
- 7 ¢
T0: Monetary Rranch P %ﬁ Division
FRGM: Accounts Branch, Finence Division

SUBJECT: Pederel Employees® Life Insurance Deductions apd
. Contributions Deposits -

It is requegted that @ check in the amount of §
be made payeble to the Treasurer of the United States. The anouwnd
of this check represents the net of the amounts of group life in-
swance deductions Prom cuployees’' saleries and the emounts of the
contributions to the Ipswrence Pund by the Agemcy from its eppropris-

‘tion on the following confidential funds payrolls for the payrolld
periods indicated belows

Pericd Amount

25X1 $

ey

Total v &—@3

Aceocunts Branch
Fipance Division

Check Issued:

Yoo
Date
Amouvnt

Signed

Mopetary Branch
Fipance Division

Approved For Release 200ZQQZH:\UCEAH-@E@%I&}AQGO200020006-1
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EXHBIT B

DESCRIPTIOR OF WEY ACCOUNTS DESIGNED TO HANDLE FEDERAYL
EMPLOYEES® GROUP LYFE IFSURANCE WITEHOLDINGS AWD CONTRIBUTIONS

1. CEIERAL LEDGER ACCOUNTS - FINANCE DIVISION

310.% < Due to U. S. Ireasury - Fedexal Group Iife Insurance
HWithholdings and Contribubions , -
This credit balance (1iebility) eccount represents the
amount due the U. S. Treasury for insurance preniuns
deducted from employees ssleries apd contributed from
the Agency’s sppropristion for Fedexal Group Life
Insurence. '

2. GENERAL LEDGER ACCOUNTS - FINAGCE AND FISCAL DIVISIONS

715 - Life Insuvrence Deductions and Contributions Deposited
M

This debit balance (statistical) sccount represents the
emounts of life ingurance premivms deducted from the
salaries of employees and the amounts of inswsence :
premivms contributed by the Agency from its eppropristion
and deposited to the credit of the Pederal Employees’
Group life Insurence Fund.

MOTE: The totel depesits o the Insurance Fund by the
Agency during the current month will be reconciled
with the Department of Treagury account curreat by
tbe Fiscal Division (Accounting Branch). :

716 - Life Tosurance Deductions apd Conteibuticas (Control)

This credit balance (statistical) accoumt represents the
aggregate of the emounts of life {msurance rremivms deducted
from the selaries of employees and the emounts of inguwrence
premiumg contributed by the Agency from ite appropristion.
At the end of each ecalendar quarter the agiregate of the
amounts credited to this account shall ggree with the sum
of (1) the imsurance premivem deductions reflected on
employees® ecarnings recc.ds and (2) Agency’s contribdutions
a8 reflected on the payr:cll documents, for the seme pericd.

CONFIDENTIAL
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